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Chapter 2 – Organizational Structure 
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Create/Modify Organizational Unit
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Move Position within Agency Org Structure
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Exercise Scenario #1
• A new organizational unit has been formed within your 

agency.  Create a new Organizational Unit called Policy 
and Procedure .  Reassign one position into this 
organizational unit.
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Demonstration #1
Organizational Plan / Change

Human Resources > Organizational Management > Expert
Mode > Simple Maintenance > Change (PPOM_OLD)

Note:  Never delimit a subordinate organizational unit with existing 
positions in it without first re-assigning it to another valid 
organizational unit.
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1. Follow the menu path and double 
click on PPOM_OLD-Change or enter 
transaction code PPOM_OLD in the 
command field and press enter.
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2. Enter Org Unit or click on 
the drop down to select 
from the designated pop-up 
screen.

3. Enter validity 
dates for the new 
organizational 
plan.  

4. Click Change.

Note:  The editing period will reflect the effective date of the changes 
made to the organizational plan.

To create a new Organizational Unit, only complete steps 1 thru 14.

To reassign a position to a different organizational unit, complete steps 
1thru 5.  Then skip to step 15 and complete thru step 28.
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5. Click View.  In the 
pop-up box, click Key 
off; Relationship text 
off; Abbreviation off; 
Object period off; and 
Relatshp period off.

Under the ‘View’ option select the following:
Key off – this will display the object code “O” and object id #
Relationship text off – this turns on the description of the relationship 
between the lower subordinate objects to the superior objects.
Abbreviation off – this will display the 4 digit job code. 
Object period off – this will display the effective period that the object was 
established.
Relatshp (relationship) period off – this will display the effective period of 
the object and the immediate superior object.  For history you will see all 
relationship dates for PA actions and for saved Organization Assignment 
infotype 0001.  If you do not want the history (which will reflect employees 
several times) use a current date.
Editing period – this displays history.  By using a current date, history will 
not be reflected.
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6. Select the superior 
Org Unit in which the 
new Org Unit will be 
created under. 

7. Click Create.
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9. Click Period.  

8. Enter the new Org 
Unit abbreviation and 
description.
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11. Enter the effective 
dates of the change.  
These dates must be 
the same.

13. Click Save.

12. Click to Continue.
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14. View the new 
organizational 
unit.
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15. Highlight the top level 
organizational unit.  

16. Click Staff 
assignments.



2-14

AASIS Support Center, Diane Jolley, 
06/24/03 Revised to V2

2-14

An AASIS Training Guide HRORG – Organizational Management

17. Click Expand.  This will 
open all organizational 
units and positions.

18. Highlight position to 
be moved and/or 
reassigned.

19. Click Move.
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20. The move icon will 
appear beside the 
position.  
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21. Highlight the 
superior org unit that the 
position needs to be 
moved to.

22. Click Choose.
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23. Click Period.
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24. If necessary, 
change the 
effective dates.  
This will be the 
date the new org 
unit is to be 
established.

25. Click Continue.

Note:  Verify that this is the 
superior org unit you selected.
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26. Click Reassign.
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27. Click Yes.

Note:  If the position is being moved to a different organizational unit and 
the position is going to report to a new supervisor, then select ‘Yes’.  If 
the position is being moved to a different organizational unit but will report 
to the same supervisor, then select ‘No’. 
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28. View the position 
that was moved.
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Exercise Scenario #2
• A new organizational unit has been formed within your 

agency.  View the new Organizational Plan.
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Demonstration
Organizational Plan / Display

Human Resources > Organizational Management > Expert
Mode > Simple Maintenance > Display (PPOS_OLD)
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1. Follow the menu path and 
double click on PPOS_OLD-
Display or enter transaction 
code PPOS_OLD in the 
command field and press 
enter.
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2. Enter Org Unit or click on drop-
down   to select from designated 
pop-up screen.

3. Enter an editing 
period.  Note: This 
is a specific time 
frame you want to 
view.  

4. Click Display.

Note:  If you want to display all information for the organizational unit, 
enter ’01/01/1900’ in the ‘Editing period’ from field and ‘12/31/9999’ in the 
‘to’ field.
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5. Select to expand 
the tree.

Note:  The red hat indicates the Chief position for a specific 
organizational unit.  

To view all positions, Click ‘Staff Assignments’.  Then click expand to 
get the employees in the positions.  

To view all cost centers and cost distributions, select Goto>Account 
Assignment>and then click expand.
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Exercise Scenario #3
• Your agency has decided to rename an Organizational 

unit.  Follow the demonstration and rename the 
Organizational unit. 
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Demonstration
Rename an Organizational Unit

Human Resources > Organizational Management > Expert
Mode > Simple Maintenance > Display (PPOM_OLD)
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1. Follow the menu path and 
double click on PPOM_OLD-
Change or enter transaction 
code PPOM_OLD in the 
command field and press 
enter.
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2. Enter Org Unit or click on 
the drop down to select 
from the designated pop-up 
screen.

3. Enter validity dates 
for the organizational 
unit changes.

4. Click Change.
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5. Click Expand.

6. Click Staff assignments.
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7. Select the organizational 
unit that is to be renamed.
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8. Click on Edit > Change > 
Rename.
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9. Enter the new 
organizational unit’s name.

11. Click Save.
10. Change ‘Start date’ to the 
beginning date of the current 
pay period for which the 
change will be effective.
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12. View the 
organizational unit 
that was renamed.
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Exercise Scenario #4
• Your supervisor wants all the chiefs’ positions in an 

organizational unit to be at the beginning of each 
organizational unit.  Follow the demonstration and change 
the sequence of the chiefs’ positions for each 
organizational unit. 
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Demonstration
Changing Sequence of Positions in an Organizational Unit

Human Resources > Organizational Management > Expert
Mode > Simple Maintenance > Display (PPOM_OLD)
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1. Follow the menu path and 
double click on PPOM_OLD-
Change or enter transaction 
code PPOM_OLD in the 
command field and press 
enter.
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2. Enter Org Unit or click on 
the drop down to select 
from the designated pop-up 
screen.

3. Enter validity dates 
for the organizational 
unit changes.

4. Click Change.
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5. Click Expand.

6. Click Staff assignments.
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7. Highlight the position 
that needs a sequence 
change. ***

8. Click Change sequence.

Superior organizational unit.

Superior 
grouping.

***Note:  Changes in sequence for a position or organizational unit may 
be made within the subordinate grouping of the superior 
organizational unit.
Each position or organizational unit to be changed in sequence has 

to be changed individually. 
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10. Highlight the position that the 
“change sequence position” will 
move above or below.

9. The change sequence 
icon will appear beside the 
position to be changed.  

11. Click Insert above or 
Insert below.
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12. View the position 
that changed sequence.

Any changes made in the agency’s Organizational Structure will not 
affect the agency’s Reporting Structure.  Therefore, if the same
changes made in the Organizational Structure need to be made in 
the Reporting Structure follow the steps below:

1. Click on Goto
2. Double click on Reporting Structure
3. Follow steps 7 thru 12 of this demonstration to make the 

sequence changes for a position(s).  It is important to 
remember that a position can only be changed in sequence as 
long as the change is below its’ subordinate position. 
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Questions and Answers


